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Allocating Transactions in Concur & Bank Card Refresh Program 

Bank Card Updates
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All bank card transaction should be allocated in an expense report in Concur within 30 days of the 
transaction date. Please be sure to include all receipts and BTE documentation (when required).

If transactions are not allocated within a 30-day window, the cardholder will receive the following 
reminders: 

 35 days – warning email

 60 days – warning email (includes manager/supervisor)

 75 days – warning email (includes manager/supervisor)

 90 days – Bank Card is suspended, and limit is reduced to $1.00 until the cardholder becomes fully 
compliant

Allocating Bank Card Transactions



5

Starting in FY25, the Bank Card program will go through a refresh. Any Bank Cards issued in 2020 
(approximately 2,500) will expire and need to be renewed.

Are there any requirements?

Before a replacement Bank Card is issued, the following requirements must be met by the 
cardholder:

 All Bank Card statements from July 2022 up through card migration into Concur must have been 
submitted.

• Each statement submitted, must have its own requisition with all related receipts attached in BuyWays.

 A completed Replacement cardholder agreement.

• Agreements will be issued starting July 1, 2024, to ensure cards go out quickly after receipt by UPST.

 Concur expenses must be current within 30 days for a new card to be mailed to a cardholder.

Bank Card Refresh Program
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Sourcing Request Process



What and When?

The Sourcing Event Request form will be moving 
from the UPST Webpage into BuyWays under the 
Sourcing module.

By entering the request in BuyWays there will be 
a clear link from the Bid to the Contract to the 
Requisition/PO.  

We expect to deploy the new form later this 
Fall and will keep you updated on its launch.
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Sourcing Request Moving to BuyWays



Apple products have been included in the IT VAR 
program through the CDW punchout catalog!

 Streamlined processing

 Better savings 

Our goal is to have all Apple catalog open orders 
completed on or before the end of Q2 FY25.

We hope to share specific dates soonest!
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CDW + Apple Catalog

Footer as Needed
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Supplier Diversity Updates
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Supplier Diversity in Bid Events 
The Bid Scoring Template now 
has additional Supplier Diversity Criteria 
for consideration.

This allows suppliers to showcase their 
Diversity Programs and allows the 
University to give credit to those 
initiatives.

This is currently live, where anyone who 
becomes involved in a bid event will be 
able to discuss this directly with the 
sourcing team.
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The Supplier Diversity Program page outlines UMass’s commitment to fostering economic 
opportunities for diverse-owned businesses. It provides resources for suppliers to become certified, 
guidance for campus buyers on selecting diverse suppliers, and more. For further details, visit the 
Supplier Diversity Program page.

Check Out the Supplier Diversity Program Website 

Footer as Needed

https://www.umassp.edu/upst/supplier-diversity-program
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Trainings
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Are you or your team new to UMass or just 
need a refresher on how to:

 Enter and submit a requisition?

 Submit payments and invoices?

 Create a contract request?

 Submit a supplier request?

Whether you're a new employee or a 
seasoned team member, the Training & 
Communications team is here to support your 
department's needs!

Email us at upst@umassp.edu with the 
subject “My Dept Needs Training” and 
include details on your specific needs and 
preferred training dates.

Need Training? 

mailto:upst@umassp.edu
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General Announcements
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Make Buddy your go-to for any UPST 
questions!

Found at the bottom right-hand corner of 
any UPST page, Buddy can assist with 
pressing inquiries such as:

 What is the status of my supplier's 
payment? 

 Which commodity code do I use for …? 

 How do I start a contract/contract 
amendment? 

Get Assistance From Buddy!

Please be aware that Travel & Expense now resides within the Employee Services Team (EST). If you 
inquire about Concur with Buddy, it will guide you to the new T&E site.
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Want to see your open cases or the status of all cases? Check out Case Management Self-
Service!

Case Self-Service

https://help.umassp.edu/s/upst-case-self-service
https://help.umassp.edu/s/upst-case-self-service
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Don’t miss out on our weekly office hour! 

Members from the all teams are available 
to help answer your questions in breakout 
rooms: 

 Accounts Payable

 Bank Card

 Contracts

 Requisitions & Purchase Orders

 Supplier Management

 Travel & Expense

Register for One or All Sessions!

Join us Every Tuesday at 11am!

https://umassp.zoom.us/meeting/register/tJUqf-ispz4tH9MSxfLDmb8kaLVtcu8U8gjE
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upst@umassp.edu
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